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CTIMS Support

If you have quest

ions about submitting information in CTIMS, please contact
CTIMS Support at CTIMSSupport@careertech.ok.gov , or contact:

Mika Hickman
Administrative Assistant

Office: (405) 743-5124
Email: Mika.hickman@careertech.ok.gov

Rebecca Thacker

Technical Support Specialist

Office: (405) 743-5134

Email: Rebecca.Thacker@careertech.ok.gov

Andra Beyer
Data Quality Coordinator
Office: (405) 743-5403

Email: Andra.Beyer@careertech.ok.gov

Kerri Watkins

Manager, Information Management
Division

Office: (405) 743-6882

Email: Kerri.Watkins@careertech.ok.gov

Carol Hall

Performance Data/Analysis
Coordinator

Office: (405) 743-5125

Email: Carol.Hall@careertech.ok.gov
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Tips & Tricks

Help and Troubleshooting

If you do not have a CTIMS account set up or are having trouble with the
navigation or software, contact CTIMSSupport@careertech.ok.gov. Send a
message describing your problem. Include your school name and your
telephone number and we will contact you.

If you have forgotten your password, click the Forgot your password? link to
reset.
For helpful tips, see the CTIMS Helpful Hints section of this document.
e |IMPORTANT: Please log into CTIMS using Mozilla Firefox, m Google
Chrome Eﬁor Microsoft Edge .

e Internet Explorer E is currently not compatible with CTIMS.

CTIMS Customer Support Contact
Rebecca Thacker

Phone: 405-743-5134
CTIMSSupport@careertech.ok.gov
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Tips & Tricks

Accessing the Discrepency Report

¢ On the left navigation menu, select Reports > Report Framework >
Report Generation
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e Fill in the Report Manager form. Then click Generate Report.

Dastboard | ReportDeowraion X

e " gnroamar - SubModiic ™| £ Tima Program Ragons
Reson THE " 4 Tie Discupascy Meport - 520 - Rmpont Type/Sichool Type: * g,
Calendtar Cade:®| 20202021
Oeganination Type® Toch Sims

Loty Technology Center - Campus B |
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e Export the report to Excel. Click on the blue disc icon on the tan bar
above the report and choose Excel from the drop-down.

Full-Time Discrepancy Report

Report Generation Date: 1/15/2021 3:06:50 PM

XML file with report data

Technology Center - Campus AT10032315
2021 Technology Center - Campus ATi0027617 H.Eyl'lﬂ
2021 Technology Center - Campus AT10021417 Tiles




Tips & Tricks

Preparing the Spreadsheet

e Add a filter to the Excel file.

o Click on any cell in the header row.

Full-Time Discrepancy Report

Report Generation Date: 1/14/2021 5:04:01 PM

School Year School Name h—im First Name Last Name #>1 Suffic

o In the ribbon, click Sort & Filter. Choose Filter from the drop-
down.
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e Sort the Excel spreadsheet by last name and first name.

o Click Sort and Filter again.

o Choose Custom Sort from the drop-down menu.

—— ng > AutoSu
& e
- &) Fill -
] — Insert Delete Format
- = o = ¥ Clear~
Cells
1 G 1 P 1

Editi 2| SortAtoZ

&3l

Kerri Watkins

Sort & Find &
Filter = Select =

Z] SortZtoA

Custom Sort... .
Y

Filter

Tips & Tricks

o In the Sort window, click the arrow in the sort by field and

choose Last Name from the list.

Sort >
*u) add Level || X D B i Ty
zl A eve Delete Level [Z) Copy Level Options.. My data has headers
Column Saort On Order
Sort by ﬂs v| |atoz v
School Year s
School Mame
School ID

First Mame

Lot ame =

#=1 Program Code
#»1 Education Level Code
#=1PID

#x1 5TH
#x1 Gender
#»1 Rare b

Cancel




o Then, click Add Level.

Tips & Tricks

Sort ? >
"'Ql Add Level l“_ lete Level E‘|’E"| Copy Level - Options.. My data has headers
Calumn Sort On Order
Sortby  ||Last Mame e Walues e Ato T e
Then by e WValues e Ato T e
OK Cancel
o Click the arrow in the Then by field and choose First Name from
the list.

o Then click OK.

Sort ? *
+5'-l Add Level '}(‘ Delete Level E@ Copy Level F Y Dptions... My data has headers
Calumn Sort On Crder
Sortby  |Last Mame e WValues e AtoZ e
Then by Values v |AtoZ w

School Year ~
School Name

School ID
First Name
Last Mame

#x1 Suffix

#>1 Program Code

#=1PID
£x15TH
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Cancel




Tips & Tricks

e Insert a column after the Last Name column to concatenate the first
and last names.
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F2 - 2
A | B C D G
Full-Time Discrepancy Report
1 |Report Generation Date: 1/14/2021 5:04:01 PM
5 School Year School Name School TD First Name #:’“'"’“I

o Click on the F column to highlight the entire column.

o W.ith the column highlighted, right-click and choose Insert from

the menu.
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o Click in the first cell (F4) next to the last name.
o Beside the formula bar at the top of the screen, click the fx.

Formulas

File Home Insert Page Layout
Pl
D db Cut Tahoma |3
0 ER Copy ~
aste S 5
- ¥ Format Painter B I U -
Clipboard Fa Font
Fa M -ﬁe
A B
Full-Time Discrepancy Report
1 |Report Generation Date: 1/14/2021 5:04:01 P

Tips & Tricks

o On the Insert Function menu, type in the word Concatenate in
the Search for Function field. Then, click Go.

| | T . ! P

ik e ] Bl

Insert Function
Search for a function:

# Concatenate

Or select a category: | Most Recently Used

Select a function:

o In the Function Arguments window, click in the Text 1 field and
type D4, or click on the D4 cell in the spreadsheet.

Function Arguments

COMCATENATE
Text! | D4 ERs| = “Terry"
Text2 Ba| =
= “Terry

Joins several text strings into one text string.

Formula result = Terry

Help an this fundion

Textd: textd text2... are 1to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

? X

Cancel




Tips & Tricks

o In the Text 2 field, type in E4 or click on cell E4 in the
spreadsheet. Then, click OK.

COMNCATENATE

[oee]

Text! |D4 2.5
Text3 5.5

ER
Joins several text strings into one text string,

Formula result = TerryAbell

Help on this function

Terry”
“Abell”

“TerryAbell”

Text2: textd tewt?... are 1to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references,

o The first and last names should be combined in column F.

School ID First Hame

w

Last Name

-1 o

MUOO059735 Kerri

Watkins

KerrivWatkins

Finding the Discrepancies

In columns G through V, filter for Yes.
In CTIMS navigate to that student’s enrollment record to make the

update.

o On the left navigation
menu go to Enroliment >
Tech Center Full Time
Enrollment >
Add/View/Edit Student
Record-Tech Center Full
Time.

g:‘: CarEEITET_':|cT| Hs

Repaorts

Oirganizations
Enreliment
Tech Center Full Time Enroliment
Student File Wpload - Tech Center Full Time
Ask CTIMS?

J Tech Center Course Only Enrcliment
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o Fill in the form information and filter for the correct student.

3

e sar Eull Time 3¢

card | Add !\iew ! Ede Swdsnt Record - Tach Censer Fu
Add 7 View | EGT Student Record
() Check io Add mew record

o Go to the column that needs to be corrected and make the
change. Then, Click Save Changes.

Things to remember:

e Columns for student race, gender, disability, out of workforce, single
parent, English learners, academically disadvantaged, economically
disadvantaged, migrant, homeless, individuals in foster care, and
parents on military active duty should be reported the same for every
quarter.

e If a student changes schools (sending schools), you will need to go
back into CTIMS and change the previous quarter(s) to reflect the
change, otherwise CTIMS will duplicate the student record. If the
student changes schools in the middle of the 3rd or 4th quarter, it will
be up to the tech center to determine which school is reported in
CTIMS.

e It is acceptable for a student to be reported in more than one program.
For example, if a student completes one program and enrolls in
another, the student should be a duplicate on your enrollment. Their
enrollments will transfer to Follow-up for each program accordingly.




Tips & Tricks

e Highlight column F to check for duplicate student names.
o Click the F above the column to highlight.
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o Once the column is highlighted, click Conditional
Formatting. Then choose Highlight Cell Rules from the

drop-down.
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o Next, choose Duplicate Values from the list.

- MNormal Bad Gooq
= RE
Conditional Format as | @75 e[| Explanatory ... Follg
Formatting~ Table -
) Highlight Cells Rules » S Greater Than...
T To
Top/Bottom Rules Less Than
H-[10] <] -
[
&-| DataBars E Between
L bEm=r -
- m
o= Color Scales Equal To.
:| - _
g lcon Sets Text that Contains... 5
= - (] g
- B NewRule.. = A Date Occurring... m
|| E# ClearRules - i
] ] Manage Rules... Duplicate Values... al
Mo Mo
More Rules... 1
Mo Mo . . m

o Click OK to formate the duplicate cells.

| Duplicate Values

|| Format cells that contain:

| values with | Light Red Fill with Dark Red Text | | |
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| | Cancel
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Duplicate students will now be highlighted.

School ID First Name Last Name #>1 Suffiv

o -l - - -
MLIOD059735 Kerri Watkins KerrivWatkins Mo
MUCO055540 Kerri Watkins KerriWatkins Mo
MUDQ0597365 Carol Haill Carol Hall Mo
MUO0060355 Andra Beyer AndraBeyer Mo
MUDQ059755 Mika Hickman Hidkman Mika Mo
— HickmanHickman

e In CTIMS navigate to that student’s enrollment record to review why it

is duplicated.
o On the left navigation
menu go to Enrollment > | OKLAHOMA | CT|MS
Tech Center Full Time P Carcertech

Enrollment >

Add/View/Edit Student
Record-Tech Center Full .
Time. 4 [ Tech Center Full Time Enrollmsant

Student File Upload - Tech Center Full Time

[ Add { View [ Edit Student Record - Tech Center Ful

Ask CTIMS?

¥ [ Tech Center Course Cnly Enrcliment

* Reparts

Things look for:

e Are the student ID numbers different?
e Was the student reported with a middle initial inconsistently in the
quarters?
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e Follow the same process to search for duplicate student ID
numbers. Highlight column C.
o Click the C above the column to highlight.
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o Once the column is highlighted, click Conditional
Formatting. Then choose Highlight Cell Rules from the

drop-down.
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o Next, choose Duplicate Values from the list.
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o Click OK to formate the duplicate cells.

| Duplicate Values

|| Format cells that contain:

| values with | Light Red Fill with Dark Red Text | | |

. ok || Cancel |
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Sort by School ID.
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o Click Sort and Filter. Then choose Custom Sort from the
drop-down menu.
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o Click Delete Level on the Sort window to delete one of the
current options.

Sort ? |
+"z‘l Add Level >( Delete Level =2 Copy Level i Options... My data has headers |
Calumn Sort On Crder I
Sortby | Last Mame w | | Walues | |AtoZ ~ |
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OK Cancel

o Then, in the Sort by Field, change to School ID. Then, click
OK.
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e Filter for duplicate ID numbers.
o Click on the filter icon on the School ID column
o Hover over Filter by Color
o Choose the pink option in the Filter by Cell Color.
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Things look for:

e Did the student have a name change during the year? If so, update all
quarters for the student’s record.
o In CTIMS navigate to that student’s enrollment record to make

the update.
o On the left navigation
menu go to Enrollment > b OKLAHOMA| CT1MS
Tech Center Full Time W& careerien
Enrollment >
Add/View/Edit Student B Oraanizations
Record-Tech Center Full + [ Enroliment
Time. 4[] Tech Center Full Time Enrollment
Student File Upload - Tech Center Full Time
Ask CTIMS?
» Tech Center Course Only Enrcliment

]
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